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SECRETARIAL COURSE. 


The purpose of this complete course is to provide a broad 
foundation of general knowledge for those who are about to 
enter the business field and who wish to know something of 
the work of all the important branches of business, that they 
have that general knowledge which is necessary to hold important 
positions as assistants to public officials or to persons engaged 
in professional pursuits or for the successful conduct of their 
own enterprises, or for teachers of commercial subjects in sec- 
ondary schools, or for those who contemplate entering the Civil 
Service. 

No examination is required for admission to the Course. 
Students expecting to enter these Courses are required to confer 
with the Dean, either by means of an interview, or by corres- 
pondence, two weeks before the opening of the term’s work. 

Advanced standing for college work is granted on certificate 
to students only who have satisfactorily completed work in a 
normal school or college, after a full preparatory course; other- 
wise it can be gained by examination only. 

Students who are at least twenty-one years of age and who 
are qualified to undertake any of the Courses may be admitted as 
special students. 

In order to receive a certificate, students in the Secretarial 
Course must have a full secondary education, or equivalent. 

In the Secretarial Course each student’s curriculum is a 
matter for individual adjustment, and the courses assigned will 
depend upon the previous training, present attitude and future 
occupation. 

If the business course needed is more varied than the 
schedule of the following courses, it will be met, not by making 
essential changes in the courses required, but by grouping the 
electives, according to the individual needs, from the Arts and 
Science Course. 

At the close of each half year students will receive from the 
registrar a statement of work accomplished, or credits for the 
subjects taken to be assigned to the department of Arts or the 
Sciences. Those who have completed the course in a manner 
satisfactory to the Examination Board will receive, at the close 
of the Course, a certificate signed by the President, Dean and 
Secretary of the College. 

All courses are required, although the students who have 
attended college or a commercial school or a normal school may 
be able to complete the work in less than the scheduled time. 
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COURSE OF STUDY. 


Subjects of instruction include stenography, typewriting, 
accounts, business methods, commerce, commercial law, English, 
modern languages, literature, economics, political Science. 


The English composition covers two years collegiate English ; 
this course is intended for students who are following a program 
in secretarial studies. It is devoted to gain ease and clearness 
of diction, and accuracy of expression. 


Third year English: Composition, themes, conferences, class- 
room discussions, commercial correspondence discussed in per- 
sonal conferences and revised in accordance with the instructions. 


Business English: The work of this course is principally 
upon the technical requirements of business and social letters; 
it considers the essential qualities of all effective business letters, 
and the purport of all social letters. The training gives practice 
in actual letterwriting and enables the student to develop facility 
in writing and answering various forms of letters. The specific 
aim is the writing of letters that bring results. 


Three years of French and German, or French and Spanish, 
or German and Spanish, are required of students. It is only 
by constant study and practical application that one can handle 
the correspondence of which all large business houses have a 
considerable amount, and with which professional men are 
specially concerned. 


Practice writing in the modern languages; special emphasis 
is given as well to oral expression. 


The work in History is planned to give the student a good 
knowledge of political institutions and the result of present 
economical and commercial conditions. 


The Course in Political Science treats of the rise and develop- 
ment of customs, traditions, and the effect on present-day 
political relations, and the relation of these to vocational work 
and commercial life. 


The Commercial Law Course gives the student an accurate 
knowledge of the fundamental rights and liabilities of persons, 
many kinds of business transactions, and serves as an instruction 
to the study and doctrines of American private law. 


As Bookkeeping is fundamental in any scheme of business 
education, the course presents principles underlying all systems of 
accounts, and considers thoroughly the terms, methods and forms 
that must be understood. Extensive practice is required in the 
use of standard forms and methods. 


The Course in Accounting Principles is concerned chiefly 
in the principles underlying the practice of bookkeeping with the 
method of designing systems of bookkeeping records for the 
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information of the owner of the business and for his guidance 
in the development of the enterprise. This course also gives a 
concise statement of phases of corporation law and procedure. 


STENOGRAPHY AND TyPEWRITING: A thorough knowledge of 
the fundamental principles of stenography, actual correspondence 
and replies to letters. Special dictation to attain speed; type- 
writing practice in transcription of stenographic notes; rapid 
dictation; the use of mimeograph and neostyle; study of the 
various typewriters in common use. 


THREE-YEAR COURSE FOR CERTIFICATE. 


Students who wish to finish the Secretarial Course in three 
years, or those who are eligible for the one-year, may do so by 
electing their subjects in the following order: 


FIRST YEAR: SECOND YEAR: 
Stenography XVI-b. French IT. 
English I-II. Spanish I (elective). 
German I. English ITI. 
French I-b. English VI-b or XII-b (elective). 
History XIII. Political Science II and VIII-b. 
Accounts XIV-b. Office Training I. 
Typewriting. Accounts XV-c. 


Stenography XVI-c. 
Experience in professional work. 


THIRD:YEHAR: 
Business English I. German III-b and IV-b. 
English X. Political Science IV and VII-a. 
French III-b and IV-b. Office Training II-III. 
Spanish II-III-b (elective.) Commercial Law I. 


Experience in professional work. 


One-Year Program in Secretarial Subjects for College 
Graduates : 


Business English I. | Office Training I, IJ, ITI. 
French I-b, II, III, III-b, IV-b. Typewriting XVIT. 
German I-b, II, III-b, IV-b. Accounts XIV-b and XV-c. 


Political Science VII-b, VIII-b. Stenography. 

E,NcLisH: All the courses in English are required for those 
who take the full three-year course or elect the Secretarial 
Course. 

ENciisH I: Freshman English. English prose style. The 
elements of effective writing in prose, based upon direct study 
of selected authors, with training in composition. The object of 
this course is to train students to write idiomatic English with 
clearness, precision and force. Two hours. 

EnciisH II: The Literary history of English from the 
Thirteenth to the Twentieth Century; critical study of selected 
masterpieces of prose and poetry. Two hours. 
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EnciisH II]: Sophomore Composition. A study of the 
principles of argumentation with practice in writing briefs; class- 
room debates, preceded by written briefs. Two hours. 


EnciisH IV-b: A thorough study of several of Shake- 
speare’s plays. Two hours. (HElective.) 


ENcGLIsH XII-b: American literature in outline. Critical 
study of selected types of prose and poetry. Two hours. (Elec- 
tive. ) 


ENGLISH X: Nineteenth Century Prose. The essays of 
Macaulay required, Carlyle, Ruskin, Newman, Pater, Stevenson. 
Two hours. (First term.) 


Business ENGLISH AND COMMERCIAL CORRESPONDENCE: 
Chief emphasis in this course is laid upon the technical require- 
ments of business correspondence rather than upon the rules 
underlying all written composition. The purpose is to teach 
the best usage regarding forms of business correspondence; to 
consider the essential qualities of all effective business letters; 
to develop facility in doing business by letter; to dwell on 
the need of specific training and the art of writing letters that 
bring results. | 


Topics TREATED: Choice of words; how sentences are 
constructed; problem of the paragraph; how to punctuate; 
mechanical form of the letter; the paper, letterhead and 
envelopes; use of stereotyped expressions; essentials of all 
business letters; orders, acknowledgments, and remittances; in- 
quiries, recommendation and house letters; letters of inspiration, 
credit and collection letters; complaints and how to adjust them; 
letters of application, the sales-letter principles of salesmanship 
and their application; follow-up system; preparation and use of 
the form-letter, its possibilities and limitations; duties and qualifi- 
cations of the correspondent; helpful aids in his work; filing 
system; postal information; general requirements of foreign 
correspondence. Four hours. 


FreNcH I-b: This course includes a practical study of gram- 
mar; a thorough drill in inflections, the regularand irregular verbs, 
attention to pronunciation and composition; concise survey of 
French history; E. Lavisse’s Histoire de France. The read- 
ing of at least four different authors to insure the acquisition 
of a comprehensive vocabulary and the ability to use it. Counts 
the same as French I in the regular College Course for the degree 
of A. B.or B.S. Four hours. 


FreNcH JI: For all students who are following the pro- 
gram in Secretarial studies. Work of at least ten modern writers 
read with the particular attention to enlarging the student’s 
vocabulary. A systematic review of syntax, introductory to 
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original theme writing and oral narrative. Same as French I] in 
the regular French course and counts for the degree. Four 
hours. 


FrencuH II-b: Commercial French; reading of the assigned 
text, composition, dictation, business forms, letter-writing, con- 
ferences. Open to Freshmen who have had French I and II. 
As it is a separate course and cannot be taken with the classical 
French, this course counts for the Secretarial course but not 
toward an A. B. Three hours. 


FRENCH IV-b:Practice in commercial French and in corres- 
pondence; conferences; this course is conducted ‘entirely in 
French, giving facility in idiomatic expression both in writing and 
speaking. Open to students who take the secretarial course. 
Three hours. 


GERMAN I-b: The object of this course is to familiarize the 
student with the fundamental principles of German pronuncia- 
tion, grammar, and vocabulary, and to enable her to read easy 
German at sight. Texts: Thomas’ “Practical German Grammar ;” 
Anderson’s “‘Bilderbuch ohne Bilder; Storms I, “Immensee.” 
Counts the same as German I in the regular College course for 
the degree of A. B. or B.S. Four hours. 


GERMAN II: For all students who are following the pro- 
gramme in secretarial studies: drill in grammar, reading 
and composition. Same as German IJ in the regular course and 
counts for the degree. Four hours. 


GERMAN III-b: Practice in the translation of modern 
German prose composition. Open to Freshmen, who enter 
on German. As it is a separate course and cannot be taken with 
the Classical German, this course counts for the Secretarial 
Course but not toward an A. B. Three hours. 


GERMAN IV: Drill in the reading of Commercial German 
in correspondence and in business forms and methods. This 
course is open only to students who take secretary work or com- 
mercial course in the College. Three hours. 

For Secretarial German, it is advisable to take a full four- 
year course in that language, or, if German is presented at 
entrance as the main language, a two-year course will be sufficient. 


SPANISH I: Spanish Grammar; modern prose, composition, 
dictation, sight reading, reading assigned. Counts the same as 
Spanish I in the College Course for the degree of A. B. or B. S. 
Four hours. 

SpAnisH IIT: For all students who are following the pro- 
gramme in Secretarial studies. Drill in grammar, reading, sight 
translation, composition, in order that students may acquire 
facility both in writing and speaking. Same as Spanish II in 
the College Course and counts for the degree. Four hours. 
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SpanisH III-b. A continuation of Spanish II; practice in 
Commercial Spanish and in correspondence; study of business 
forms, conferences, lectures. Two hours. 


History XIII: An outline course of European history from 
the First Century to the close of the Nineteenth Century. The 
course is given with lectures on the contribution of ancient civili- 
zation to mediaeval life; the rise of new nationalities; the indus- 
trial revolution; the development of Italian and German unity, 
the Third French Republic; the rise of Russian and current 
national and international problems. Three hours. 


PoLITIcAL ScIENCE II: Principles of economies; study of 
laws of production and exchange, distribution and consumption 
of wealth; labor, money, credit, capital, rent, interest, wages, 
money and banking, methods of taxation; lectures, reading, 
reports, recitations. Two hours. First Semester. 


PoLiticaAL ScrENcE IV-b: Elementary Social Science. In 
this course special attention is given to the social aims and social 
achievements ; conditions and modes of social progress, of social 
environment, cause and effect of inequalities; the equalization of 
opportunities, the advancement of justice; some phase of social 
ethics. Lectures, reading reports, recitations. One hour. 


PoLrTicAL ScrENCE VIII-b: History of Commerce, study of 
the world’s productions and distributions; governmental activ- 
ities to stimulate national prestige and commerce; mercantile 
credit; tariff, commercial treaties, lectures, reading, reports, reci- 
tations. Two hours. Second term. 


PoLITICAL SCIENCE VII-b: Economic History of the United 
States. Colonial Agriculture; industry and trade, accompanied 
by trial revolution, of expansion in the West, economic signif- 
icance of slavery in the country at large; the resources of the 
nation and importance of American manufactures. Lectures, 
reading, Consuls reports, recitations. Two hours. Second term. 


CoMMERCIAL LAw: A general survey of the law of business 
relations. A study of cases and exercises in the application of 
principles. The student is given a serviceable knowledge of the 
principles of law which apply to the following subjects: title 
to real estate, bankruptcy, contracts, torts, property, agency, sales, 
mortgages, bills and notes, public service companies and carriers, 
insurance, partnership, private corporations. Two hours. 


STENOGRAPHY XVI-a: Elementary sounds and their short- 
hand representatives; hooks, circles, and other devices for com- 
bining sounds, word-building; words-signs and other contrac- 
tions; phrasing; dictation. Five hours. 

STENOGRAPHY XVI-b: Special dictation practice. Addit- 
ional drill in phrasing, practice in writing letters. Lectures, 
legal papers, actual correspondence, and miscellaneous matter 
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for the purpose of acquiring a large general shorthand vocabu- 
lary. Opportunity to assist with the actual work of business 
establishments, practice and observation. Five hours. 


TYPEWRITING XVII: Instruction, use and care of type- 
writers. Exercises for development of proper wrist and finger 
movement and for the complete mastery of the keyboard by the 
sense of touch. ‘Transcribing from shorthand notes, and from 
manuscript. Practice in the use of Mimeograph, of carbon, 
and of Neostyle. Study of the various typewriters in use. Five 
hours. 


AccountTING I: This course is intended to furnish a general 
introduction to the work in accounting, the principles being rep- 
resented through the actual transactions of bookkeeping. The 
form of an account; the merchandise and cash accounts; accounts 
with persons, the journal, ledger and trial balance; bills receiv- 
able and bills payable accounts; the expense account and the 
interest account; closing the ledger; the statements, the cash- 
book, purchase book; how to figure interest and discount, and 
how interest and discount affect bookkeeping entries ; the account- 
ing of drafts; the use of controlling accounts; special ledgers and 
various labor-saving devices in bookkeeping; the principles of 
single entry ; changing from single entry to double entry; closing 
double entry books through the journal; adjustments in ledger 
accounts; the elements of business practice; continual practice 
in all the principles that are presented. Five hours. 


AccountTINnc II: An application of the principles of double 
and single entry bookkeeping as presented in Accounting I. The 
formation and meaning of the balance sheet; the profit and loss 
statement and its relation to the balance sheet; capital accounts 
surplus, reserve, sinking funds, reserve funds, their use and 
misuse, assets, methods of valuations, confusing of assets and 
expenses; capital expenditures and operating expenses; cash and 
other reserves; cost accounting. Five hours. 


OFFICE TRAINING: A course in the fundamental principles 
of an effective business organization; proof-reading and _ pre- 
paring copy for the printer; postal regulations ; methods of trans- 
portation and office methods, and in writing on the typewriter 
directly from dictation. Practical application of various mechan- 
ical appliances; adding machines; different kinds of tabulating 
and billing typewriters, and machines for duplication; practice 
in letter-copying, in writing and indexing cards. Three hours. 
First term. 


OFFICE TRAINING IT: Advertising, lectures, discussions and 
practice. A study of the various sizes and styles of type. The 
grades of paper in common use. The value of different adver- 
tising mediums; business ethics; meeting callers; use of the 
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telephone; statements; telegrams; traffic and shipping; practice 
in copying of contracts and legal documents. Three hours. 
Second term. 

OFFICE TRAINING III: General organization of business types 
of business organization; industrial management; various kinds 
of business, whether by individuals or corporations. A study 
is made of the principles of scientific management; payment for 
stock and the sale of securities; underwriting; leases, re-adjust- 


ment of capital account; receiverships and reorganization. Three 
hours. 


OTHER CATALOGUES WHICH WILL BE SENT ON REQUEST: 


1.—College Course. 

2.—Academic (High School) Course. 

3.—Grammar School Course. 

4.—School of Music. 

5.—School of Household Arts. 

6.—Prep. School for Boys (on same grounds, separate 
buildings. ) 
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